City of Sant Pau

Human Resour ces Specialists Job Family Competency Matrix
(Each competency builds upon the other as the class series progresses.)

Shared Human Resour ces Specialist | Human Resour ces Specialist || Human Resour ces Specialigt 11 Human Resour ces Specialist
Competencies AV
EDUCATION, A Bachelor's Degree in Human A Bachelor's Degree and two years of A Bachelor's Degree and four years of Y et to be determined.

CERTIFICATION,
& REGISTRATION

Resources, Industrial Relations, Public
Adminigtration, Business Administration,
Industrial Psychology, or areated field;
or a bachelor's degree and two years of
experience in human resources. (No
substitution for a bachelor's degree.)

experience as a Human Resources
Specidlist | or equivalent. A Master's
Degree in Human Resources, Industria
Relations, Public Administration,
Business Administration, Industria
Psychology, or arelated field may be
substituted for two years of experience
as a Human Resources Specialist | or
equivaent. (No substitution for a
Bachelor's Degree.)

professiond level human resources
experience, at least two years of which
must have been at the Human
Resources Specidist |1 leve or
eguivalent. A Master's Degreein
Human Resources, Industrial Relations,
Public Administration, Business
Adminigtration, Industria Psychology, or
arelated field may be substituted for two
years of experience. (No substitution
for aBachelor's Degree and no
substitution for two years of experience
at the Human Resources Specialist 11
level or equivaent.)
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Shared Human Resour ces Specialis | Human Resour ces Specialist || Human Resour ces Specialigt 11 Human Resour ces Specialist
Competencies AV}
TECHNICAL Demondrates a familiarity with the basic | Demondrates afamiliarity with the Demongtrates an understanding of the Y et to be determined.
EXPERTISE: theories and principles of human common theories and principles of full range of theories, principles of
resources administration including human resources administration human resources adminigtration
employment, classification and induding employment, dassfications including employment, dassficaions
compensation, organizationa and compensation, organizationd and compensation, organizationa
development, training, performance development, training, performance development, training, performance
management, labor relations, employee | management, employee relations and management, employee relations and
relations, and affirmative action; and affirmative action; and demongtratesan | affirmative action; and demondrates an
demondtrates an ability to resolve ability to resolve normad problems ability to resolve the full range of
routine problems associated with associated with professond human problems associated with professional
professiona human resources work. resources work. human resources work.
Demondrates basic skillsin operating a | Demondrates kill in operating a Demondrates kill in operating a Y et to be determined.
computer keyboard, mouse, and computer keyboard, mouse, and compouter kevboard. mouse. and
TECHNICAL peripheral devices such as printers, peripheral devices such as printers, periphera devices such as orinters.
_EI_X PhE R;“ SE: scanners, and duplicating machines. scanners, and duplicating machines. scanners, and duplicating machines.
echnology

Demondtrates an ability to use a broad
range of job-related software such as
e-mail, word processing, spreadshedt,
and database management applications.

Demonstrates an ability to use a broad
range of job-related software such as
e-mail, word processing, Spreadshest,
database management, and presentation
gpplications.

Demonstrates an abilitv to use a broad
ranae of iob-related software such as
e-mail. word processina. soreadshet.
database manaoement. and presentation
aoolications. keeps current on advances
in job-related software.
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Shared Human Resour ces Specialist | Human Resour ces Specialist || Human Resour ces Specialigt 111 Human Resour ces Specialist
Competencies AV}
Demondrates an ability to prioritize Demondrates an ability to Demongrates an ability to Y et to be determined.
work and be attentive to detail. independently prioritize own work, be | independently prioritize own work, be
PROJECT & attentive to detail, and provide attentive to detail, and provide
PROGRAM assistance to and coordination of the assstance to and coordination of the
MANAGEMENT,

PRIORITIZATION,
PLANNING, AND
FINANCES

Demondtrates an ability to gather,
andyze, and organize information,
conduct comparative analyses, make
recommendations supported by
identified facts, and present clear
recommendations to management.

work of others.

Demondrates an ability to assigt in the
planning and management of human
resources projects, negotiate and meet
deadlines, define, measure and evauate
results.

Demondtrates an ability to gather,
andyze, and organize information,
conduct comparative analyses, make
recommendations supported by
identified facts, and present clear
recommendations to managemen.

work of others.

Demondrates an ability to plan and
manage human resources projects,
negotiate and meet deadlines, define,
measure and evauate results.

Demondrates an ability to gather,
andyze, and organize information,
conduct comparative analyses, make
recommendations supported by
identified facts, and present clear
recommendations to management.
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Shared
Competencies

Human Resour ces Specialist |

Human Resour ces Specialist ||

Human Resour ces Specialigt 111

Human Resour ces Specialist
v

COMMUNICATIONS

Demondtrates an ahility to follow ord
and written ingtructions.

Demondrates an ability to communicate
effectively in writing, spesking, and
ligening. Demondrates an dility to
write reports that can be easlly
understood by the reader.

Demondtrates an ability to follow ord
and written ingtructions.

Demondrates an ability to effectively
communicate in writing, spesking, and
ligening; demongtrates effective public
gpesking and presentation skills.
Demongtrates an ability to write reports
that can be easly understood by the
reader.

Demondrates an ability to give and
follow ord and written instructions.

Demondrates an ability to effectively
communicate in writing, spesking, and
ligening; demondrates effective public
spesking and presentation skills.
Demondtrates an ability to write reports
that can be easly understood by the
reader.

Y et to be determined.

TEAM WORK,
MANAGEMENT,
AND LEADERSHIP

Demongrates an abilitv to be an
effective team member bv accenting
assanments willinalv. completina
assanments within aareed upon time
lines and willingly assiding
co-workers.

Demongrates an abilitv to be an
effective team member bv accentina
assanments willinalv. and comoleting
assanments within aoreed upon time
lines: demondtrates awillinoness to
provide help. auidance, and training to
team members.

Demondrates effective work aroup
leadership abilitv bv encouranina
individua participation and credtivity; is
supportive of others and the aroun
decison-makina process. demonstrates
an ability to effectively manage conflict.

Y et to be determined.
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Shared Human Resour ces Specialis | Human Resour ces Specialigt || Human Resour ces Specialigt 11 Human Resour ces Specialist
Competencies AV}
Demondrates an ability to assist in Demondrates an ability to identifv the Demondrates an &bility to identify the Y et to be determined.

CUSTOMER SERVICE

identifvina the service needs of adiverse
aroup of interna and externd customers
and effectively respond to those needs.

Demondrates a commitment to
continuoudy improving customer
srvice

sarvice needs of adiverse aroun of
internd and externd customers and
effectively respond to those needs.

Demondtrates a commitment to
continuoudy improving customer
Fvice

Demongtrates an abilitv to promote
effective customer service throuah
example and coordinate customer
service efforts.

sarvice needs of adiverse aroun of
internd and externd cusomers and
effectively respond to those needs.

Demondrates a commitment to
continuoudy improving customer
vice

Demongtrates an abilitv to promote
effective customer service throuah
example and coordinate customer
sarvice efforts.

Page5of 8




Shared R&eponsibiliti%: Thelisted examples may not include all the duties performed by all positionsin this class.

Human Resour ces Specialist |

Human Resour ces Specialist 11

Human Resour ces Specialist 111

Human Resour ces Specialist |V

Conducts routine studies of individual positionsin
order to determine appropriate classification by
reviewing detailed position description questionnaires,
interviewing incumbents and supervisors, comparing
position information with comparable positions and
class specifications, and making recommendations
regarding appropriate allocation.

Conducts routine compensation studies of single and
multiple incumbent classifications by reviewing detailed
position description questionnaires, interviewing
incumbents and supervisors, applying a defined point
factor job evaluation system, comparing factor awards
with related classes, determining State Pay Equity Act
compliance impact, gathering market information when
necessary, and making recommendations regarding
appropriate compensation.

Drafts proposed classification specifications and
amends current classification specifications based on
information gathered from position description
guestionnaires, interviews, surveys, and group
processes.

Meets with managers and supervisors to discuss
recommendations and routine implementation options
and procedures.

Drafts classification and compensation study reports,
determination notices, notices required by Civil Service
Rules, City Council resolutions, ordinances, and
required forms.

Conducts the less complex studies of individual
positions in order to determine appropriate
classification by reviewing detailed position description
questionnaires, interviewing incumbents and
supervisors, comparing position information with
comparable positions and class specifications, and
making recommendations regarding appropriate
alocation.

Conducts the less complex compensation studies of
single and multiple incumbent classifications by
reviewing detailed position description questionnaires,
interviewing incumbents and supervisors, applying a
defined point factor job evaluation system, comparing
factor awards with related classes, determining State
Pay Equity Act compliance impact, gathering market
information when necessary, and making
recommendations regarding appropriate compensation.

Drafts proposed classification specifications and
amends current classification specifications based on
information gathered from position description
guestionnaires, interviews, surveys, and group
processes.

Meets with managers and supervisors to discuss
recommendations and less complex implementation
options and procedures.

Drafts classification and compensation study reports,
determination notices, notices required by Civil Service
Rules, City Council resolutions, ordinances, and
required forms.

Conducts difficult and complex studies of individual and
multiple positions in order to determine appropriate
classification by reviewing detailed position description
questionnaires, interviewing incumbents and
supervisors, comparing position information with
comparable positions and class specifications, and
making recommendations regarding appropriate
alocation.

Conducts difficult and complex compensation studies of
single and multiple incumbent classifications by
reviewing detailed position description questionnaires,
interviewing incumbents and supervisors, applying a
defined point factor job evaluation system, comparing
factor awards with related classes, determining State
Pay Equity Act compliance impact, gathering market
information when necessary, and making
recommendations regarding appropriate compensation.

Drafts proposed classification specifications and
amends current classification specifications based on
information gathered from position description
guestionnaires, interviews, surveys, and group
processes.

Meets with managers and supervisors to discuss
recommendations regarding implementation options and
procedures that may be sensitive and complex in nature.

Drafts classification and compensation study reports,
determination notices, notices required by Civil Service
Rules, City Council resolutions, ordinances, and
required forms.

Y et to be determined.
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Shared R&eponsi bilities. Thelisted examplesmay not include all the duties performed by all positionsin this class.

Human Resour ces Specialist |

Human Resour ces Specialist 11

Human Resour ces Specialist 111

Human Resour ces Specialist |V

Drafts routine vacancy announcements, identifies
essential job functions using established procedures, and
reviews applications and resumes to determine if
applicants meet minimum requirements for taking an
examination.

Prepares routine selection instruments by conducting
job analyses and gathering relevant information.

Monitors and scores, according to standard procedure,
written, physical and practical Civil Service
examinations; serveson oral review panels as part of the
examination process, and eval uates routine applicant
training and experience examinations using previously
established scoring guides and procedures.

Participates in the recruitment of qualified candidates
using previously established procedures and guidelines.

Prepares and conducts new employee orientation and
conducts routine employee training using previously
established orientation and training guides, and
materials.

Facilitates group decision making and team building
processes under the guidance of senior business
consulting personnel.

Conducts specia studies and prepares specia reports
and makes presentations using visua aids such as
charts, graphs, and diagrams.

Drafts vacancy announcements; identifies essential job
functions using established procedures, and reviews
applications and resumes to determine if applicants
meet the minimum requirements for taking an
examination.

Prepares job related selection instruments by
conducting job analysis and gathering relevant
information.

Devel ops examination scoring guides and procedures;
evaluates applicant training and experience
examinations; monitors and scores written, physical and
practical Civil Service examinations; serves on oral
review panels as part of the examination process.

Recruits qualified candidates and establishes procedures
for recruitment activities including procedures for
recruiting protected class applicantsin
underrepresented or underutilized job classes.

Conducts new employee orientation and conducts
employee training, orientation, and prepares training
guides and materials.

Facilitates group decision making and team building
processes.

Conducts specia studies and prepares specia reports
and makes presentations using visua aids such as
charts, graphs, and diagrams.

Drafts complex vacancy announcements; identifies
essential job functions using established procedures, and
reviews applications and resumes to determine if
applicants meet the minimum requirements for taking an
examination.

Prepares complex and sensitive job related selection
instruments by conducting thorough job analysis and
gathering relevant job information.

Develops complex examination scoring guides and
procedures; evaluates applicant training and experience
examinations; monitors and scores written, physical and
practical Civil Service examinations; serves on ora
review panels as part of the examination process.

Recruits qualified candidates and establishes procedures
for recruitment activities including procedures for
management recruitment and for recruiting protected
class applicants in underrepresented or underutilized
job classes.

Conducts a full range of employee training including
supervisory and management training; develops and
prepares training guides and materials.

Facilitates group decision making and team building
processes and assists in the administration of
instruments to assess individual, group and
organizational styles, preferences, and needs.

Conducts specia studies and prepares specia reports
and makes presentations using visua aids such as
charts, graphs, and diagrams.

Y et to be determined.
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Shared Responsi bilities. Thelisted examples may not include all the duties performed by all positionsin this class.

Human Resources Specialist |

Human Resources Specialist I

Human Resources Specialist |11

Human Resources Specialist |V

Assigts labor relations staff in contract
negotiations by conducting sdary surveys,
determining the cost of employer and union
contract negotiations proposals, taking notes at
negotiations, and assgting in developing
employer proposals and counter proposals.

Assigtsin labor contract administration by
investigeting the merits of grievances, determining
proposed settlement costs, and conducting
assigned research in preparation for mediation and
arbitration.

Assigtsin the preparation of Federally required
EEO reports, and the development of affirmative
action plansfor City departments and offices.

Conducts research in determining protected class
underrepresentation and underutilization.

Assgsin the investigation of dleged violations
of the City's Workplace Conduct Policy by
identifying witnesses and developing
interrogatories.

Must be able to adhere to work schedule and
hours assigned.

Participates in contract negotiations by
conducting salary surveys, determining the cost
of employer and union contract negotiations
proposals, taking notes at negotiations, and
assigting in developing employer proposds and
counter proposals.

Conducts labor contract administration by
investigating grievances, suggesting proposal
settlements, preparing materias and witness
testimony for mediation and arbitration; may
present the employer's case in less complicated
mediations or arbitretions.

Prepares Federdly required EEO reports and
deveops afirmative action plansfor City
departments and offices.

Conducts research in determining protected class
underrepresentation and underutilization.

Assgsin the investigation of dleged violations
of the City's Workplace Conduct Policy by
identifying witnesses and developing
interrogatories.

Must be able to adhere to work schedule and
hours assigned.

Conducts contract negotiations by developing
and presenting employer proposals and counter
proposals; determines the cost of union and

employer proposals and participatesin developing

the employer's collective bargaining strategy.

Conducts labor contract administration by
investigating grievances, preparing meterials and
witness testimony for mediation and arbitration;
and presenting the employer's case in mediations
or arbitretions.

Prepares Federaly required EEO reports and
deve ops affirmative action plansfor City
departments and offices.

Conducts research in determining protected class
underrepresentation and underutilization in City
employment.

Conducts the investigations of aleged violations
of the City's Workplace Conduct Policy by
developing an investigatory plan, identifying
witnesses, developing interrogatories, conducting
interviews, gathering evidence, and meking a
determination.

Must be able to adhere to work schedule and
hours assigned.

Y et to be determined.
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Effective date: 5/23/02
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